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PLACER COUNTY 
Central Services Supervisor (Page 3) 

• Principles of supervision, training and performance evaluation. 

• Principles and practices of leadership, motivation, and conflict resolution. 

• Principles and practices of work safety. 

• Principles and practices of records management related to local government. 

• Techniques and practices of records inventory. 

• Budgeting procedures and techniques. 

• Organization and procedural analysis pertaining to records management. 

• U.S. postal regulations and rates. 

• Alphabetical and numerical filing methods. 

• Pertinent local, state and federal laws, ordinances and rules related to area of assignment. 

• English usage, spelling, punctuation and grammar. 

• Basic arithmetic and mathematical calculations. 

• Principles and practices of customer service and public contact. 

Ability to: 

• Organize, implement and direct the operations and activities of the Central Services 
Division. 

• Plan, assign, supervise, and evaluate the work of assigned staff. 

• Develop and provide staff training as needed; prepare program documentation for staff 
training materials. 

• Interpret and apply pertinent County and department policies, procedures, rules, and 
regulations. 

• Assist in the development and monitoring of an assigned program budget. 

• Draft and recommend policies and procedures related to assigned operations. 

• Prepare and maintain accurate and complete records. 

• Effectively prioritize assigned tasks and assign reasonable priorities to each task. 

• Analyze problems, identify alternative solutions, and project consequences of proposed 
actions. 

• Operate equipment and software applications used in centralized print shop and mailroom 
environments 

• Train assigned staff in the operation and maintenance of tools and equipment used in 
centralized print shop and mailroom environments. 
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• Communicate clearly and concisely, both orally and in writing. 

• Gain cooperation through discussion and persuasion. 

• Establish and maintain effective working relationships with those contacted in the course of 
work. 

• On a continuous basis, know and w1derstand all aspects of the job; intermittently analyze 
work papers, reports and special projects; identify and interpret technical and numerical 
information; observe and problem solve operational and technical policies and procedures. 

• On a continuous basis, sit at desk/console for long periods of time. Intermittently twist and 
reach office equipment; walk to obtain printer materials from printer; write or use keyboard 
to communicate through written means; verbally give instructions to officers in the field; lift 
moderate weight. 

Experience and Training 

Any combination of experience and training that would provide the required knowledge and 
abilities is qualifying. A typical way to obtain the required knowledge and abilities would be: 

Experience: 

Three years of increasingly responsible experience performing a broad range of duties in a 
printing, mail service, or records management environment, including one year of 
supervisory or lead responsibility. 

Training: 

Equivalent to the completion of the twelfth grade supplemented by college coursework in 
public administration, business administration, or a related field. 

License or Certificate: 

May need to possess a valid driver's license as required by the position. Proof of adequate 
vehicle insurance and medical clearance may also be required. 
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I ATIACHMENT 2 

Before the Board of Supervisors 
County of Placer, State of California 

In the matter of: An ordinance amending the un­
codified Schedule of Classifications and 
Compensation Ordinance and the un-codified 
Allocation of Positions to Departments Ordinance 
related to the Departments of Administrative 
Services, and Public Works/Facility Services. 

Ordinance No.: 

Introduced: 

-----

The following Ordinance was duly passed by the Board of Supervisors of the County of 

Placer at a regular meeting held ____________ , by the following 

vote on roll call: 

Ayes: 

Noes: 

Absent: 

Signed and approved by me after its passage. 

Chair, Board of Supervisors 

Attest: 

Clerk of said Board 

THE BOARD OF SUPERVISORS OF THE COUNTY OF PLACER, STATE OF 
CALIFORNIA, DOES HEREBY ORDAIN AS FOLLOWS: 

The un-codified Schedule of Classifications and Compensation Ordinance and the un­
codified Allocation of Positions to Departments Ordinance are hereby amended as follows: 
(Additions to ordinance shown in bold and underline, deletions shown with strike-through.) 
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Section 1. That the un-codified Schedule of Classifications and Compensation Ordinance is 
hereby amended to read as follows: 

ADMIN SALARY PLAN - GRADE 
CODE CLASSIFICATION TITLE APPENDIX 

Exhibit Preparator 
15412 

Exhibit Technician 
GNRL 49 61 

11781 Central Services SuQervisor GNRL 91 

~ Resoras GooraiRator GNRL 118 

Section 2. That the un-codified Allocation of Positions to Departments Ordinance is hereby 
amended to read as follows: 

ADMINISTRATIVE SERVICES 

(b) Central Services Central Services SuQervisor 

Resoras GooraiRator 

FACILITY SERVICES 

(e) Museums Exhibit Preparator 

Exhibit Technician 

Section 3. That this ordinance shall be effective the first day of the pay period following 
adoption. 

Section 4. That this ordinance amendment is adopted as an un-codified ordinance. 
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